Preservation and conservation of the archival materials / Afiq Mohd Shahari by Mohd Shahari, Afiq
B i l . 23, VOL. 4/2014 
In rJ A 
ISSN:0127-
LEADERSHIP IN INFORMATION MANAGE! 
*V ^-> 
^ 
fcVTK 
TINTA- Leadership in Information Management 
Penaung: 
Prof. Dr. Hj Laili Hj Hashim 
Dekan Fakulti Pengurusan 
Maklumat 
Pensyarah Penasihat: En.Azmi bin 
Ab. Rahman 
Ketua Editor. Norli Ezzati bt Mohd 
Abu Hassan Alshari 
Penolong ketua Editor: 
Aida binti Kamaludeen 
Setiausaha: 
Nurul Syahirah binti Md Salleh 
Editor: 
Nur Anis Syuhada binti Ab Malek 
Nurul Syahirah binti Md Salleh 
Hafizah binti Md Aris 
Umi Nazirah binti Zainal 
Nur Syazwani binti Bakar 
Pemberita/Pelapor: 
Akilah Nadirah Mohd Roszelin 
Mohamad Hafiz bin Abdullah 
Sftantie binti Mohamad 
Grafik: 
Norsyuhada binti Mohd Hanafi 
Amir bin Muhamad Shafie 
Penerbit: 
FAKULTI PENGURUSAN 
MAKLUMAT 
UiTM PUNCAK PERDANA 
ISSN: 0127-5100J 
Assalamualaikum, ' 
Alhamdulillah, first of all we would likejo thank Allah 
S.W.T as finally we are able to accomplished our 
task in publishing of TINTA about LEADERSHIP IN 
INFORMATION MANAGEMENT. We also would like 
to say thank you to our family and friends for 
supporting us throughout the time when we were 
c r 
doing this task. 
Furthermore, we also would like to express our 
c 
gratitude to our advisor Mr Azmi bin Abdul Rahman , 
for all the advices, guidance that he had given 
throughout the task and we also would like to say 
thank you again for all the moral supports that he had 
given to us in completing this publishing of TINTA. 
Now we understood how the publication process and 
this process is not simple like what we think. 
Last but not least our big thanks to all the 
contributorsrthat contribute their article for our TINTA 
o 
publication. Without them there is no meaning of this 
TINTA publication. 
Again, we would like to^ thank everyone whoc had 
involve in helping us finishincpthe assignment and all 
the supports that they had given to us and happy, 
reading.
 c c 
Editorial Team, 
c 
TINTA ^Leadership fri Information Management) 
INFORMATION & 
TINTA is published by semester 5 students of Bachelor of 
Science Library and Information Management (Hons) @ 
IM 224 pursuing gublfcationcarid ProdSbtion of Information , 
Materials (IML 601). The scdpecof the plan includes a^  
variety of fesues in the field of inforfhsJtionjnarfagement.
 c * 
* © m - J 
Q o 
w9 
9 »" 
TINTA- Leadership in Information Management 
ISI KANDUNGAN 
BAHAGIAN A 
What is leadership ? 1 
By Nur lliana binti Baharudin Shah 
Good leader and effective leadership 6 
By Hafizah Binti Md Aris, Norsyuhada Binti Mohd Hanafi & Shantie Binti Mohamad 
The Challenges and Importance of Good Role Leadership in Information 14 
Management 
By Akilah Nadirah Binti Mohd Roszelin, Nur Anis Syuhada Binti Ab Malek & Umi Nazirah Binti Zainal 
Effect of good leadership ., 20 
By Nurul Syahirah binti Md Salleh, Nur Syazwani binti Bakar, Norli Ezzati binti Mohd Abu Hassan AlShari 
o 
Leadership in public libraries s ....24 
By Aida binti Kamaludeen, Amir bin Muhamad Shafie, Muhamad Hafiz bin Abdullah. o 
Who's who in the library ? 28 
By Nurul Syahirah binti Md Salleh, Nur Syazwani binti Bakar, Norli Ezzati binti Mohd Abu Hassan AlShari 
En. Shaharom TM Sulaiman 34 
By Akilah Nadirah binti Roszelin, Shantie binti Mohamed and Mohamad Hafiz bin Abdullah 
An Untold Leadership Story .....39 
By Kevin Anak Ong 
o 
Leading to the Innovation in a public library °. ?.... p...45 
By Nur Ain binti Abd Wahab 
Signage and Wayfinding in Library Planningand Design „.© 53 
By Ahmad Zulhilmi bin Azmi & Rosidah Ismail 
c •• •• c 
Preservation and Conservation
 P ..., 59 
By Afiq bin Mohd Shahari c 
Web Archiving and Archive Management .....c. I 66 g
 0 
By Syuhaidah Abdul Rahman
 0 t . c 
0 
.Q-. 
Laporan Program Annual Grand Meeting^en-LIS 2014.....t ^ . . 7 7 
By Hafizah btMd Aris & Nur0 Anis Syuhada binti Ab Malek L c ' ° . u c . 
Laporan L&watan Percetakan Nasional Malaysia Berhad (PNMB) „.... 83 V - " 
By Umi Nazirah bt Zainal " <-
©• " " . 0 c 
TINTA- Leadership in Information Management 
c 
G 
c Q > ° 
III 
Book Review 91 
(BIBUOHOLISME: Menelusuri Pesona Dunia Buku dan Pencintanya) 
By Mohamad Hafiz bin Abdullah 
Contributors 94 
Q c 
o. 
r C 
C r 
TINTA- Leadership in Information Management 59 
Preservation and Conservation of the Archival Materials 
By 
Afiq bin Mohd Shahari 
Faculty of Information Management 
UiTM 
1.0 Abstract 
This paper is on the preservation and conservation of the archival materials'^ An archive is well known 
as one of the world's primary information sources. Besides, preservation is the activities associated 
with maintaining and restoring archival materials for continued access, either in their original physical 
form or in some other usable state. Meanwhile conservation is the use of chemical and physical 
procedures in treatment or storage to ensure the preservation of books, manuscripts, records, other 
documents in order to slow their decay and damage. The presentation in the archives is done by 
providing proper environmental conditions, storage facilities and appropriate packaging materials in 
order to protect the records from any damage. On the other hand, conservation is done by using 
chemicals and professional repair techniques to prevent the further deterioration of the records. It is 
not limited to paper based documents only, archivist also need ponsider preserving and conserving 
records in digital format There are various forms of archival materials such as parchment, vellum, 
manuscript, microfilm, slide, photograph, machine readable records, and tapes. All these materials 
need to be preserved and conserved in a right way in order to make it available for continued access. 
IJ 
Keywords: Preservation, Conservation, Archival Materials, Records. 
o ° 
2.0 Introduction o
 0 
Archives is well known as one of the world's primary information sources and defined as collection of 
retfofds that have been selected for permanent or long term preservation based on their cultural, 
historical and evidentiary value. It will be in an archival repository wlflch is a building or a part of 
° building that functions to keep those records and made available for consultation. Records 
c " " c 
management and archives administration begun in thec days of ancient Greek tivilization in the early 
4th and 5th century in Athens, Greece. At that time the Greeks stpre precious documents in the 
c c 
churches. Most of the documents stored are letters pf agreement for example is government official" 
. Q o 
documents and stored in rolls. Besjdes,c history of archive in France started in the French Revolution ofc 
1786 whichjs inofficial government documents formerly stored in archives institutions. Fi^thermoce, 
history of archive in England begun in thefceritury 16.to 18 in which at Jhatotime, (Qri'gland has been
 : 
experiencing rgpid growth of administration and economic.. Therefore, each of the colonies must have g 
their own administrative center to record all dealings. Hi^torpof archives in Onited Stdife of America c 
started in the 19th century which is the congressional committees started awarecofc its importance. ~ 
They felt that if public records are not properly njaintained, it willpdestroy fhose important documen©.^ 
In 1833, 1877, 1884, there was afire occurred at the congress that leads to the establishment of the^ 
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On the other hand, according to ALA Glossary of Library and Information Science, preservation is the 
activities associated with maintaining and restoring archival materials for continued access, either in 
their original physical form or in some other usable state. Meanwhile conservation is the use of 
chemical and physical procedures in treatment or storage to ensure Ihe preservation of books, 
manuscripts, records, other documents in order to slow theirdecay and damage. There are various 
forms of archival materials such as parchment, vellum, manuscript, microfilm, slide, photograph, 
machine readable records, and tapes. These archival materials are valued by two categories which 
are primary values and secondary values. Primary value is divided by three which are administration, 
fiscal and legal value, meanwhile secondary value is divided by four which are evidential, 
informational, research, and historical/cultural/national value. Administration value is records created 
by the transaction day administration of the department for examples are organizational structure, 
affairs department, and police department's functions. Besides, fiscal value is records arising from 
c r 
specific transactions related to the administration of financial matters for examples are budget, policy 
c 
and monetary policy, cash books, ledger books, and checks. Furthermore, legal value is records 
containing information about rights and responsibilities of community, agency, and govemmeot to 
investors, customers, citizens and vice versa, for example is document citizenship, land grants, 
agreement letters, mortgage, and act ordinance. These are the> example of records that lie on the 
primary value. A part from that, evidential value is records generated in a business transaction that 
was later used as evidence to an event occurring, for examples are the document with evidence, 
individual rights on the property, the right of government to the island, and evidence of the existence of 
a society. Informational value is exist by chance when a record produced is the result of an evenf and 
then referred back purely for the sake of information, for examples are census information, accidents, 
n and natural disasters. Research value is records containing information used by researchers cfe a 
reference, for examples are data on economic indicators, social, research, and technology whether 
issued or not issued. Historical/cultural/national value is records that appear by chance because 
agency execution of duties and functions that are considered to havechistorical or contains" events the 
o 
existence of a nation and country. All these records need to be preserved and conserved in a right way 
in order to make it available for continued access. It is important to increase the longevity
 cof archival 
materials. The preservation in the archives is done by providing proper environmental conditions, 
storage facilities and appropriate packaging materials in order to protect the records frorfi damage. On 
the other hand, conservation is done by using chemicals and professibnal repair techniques to prevent 
the further deterioration of the records.'Preservation and conservation are not limited to paper based c 
* C c c 
documents 6nly, archivist also need consider preserving and conserving recordsjn digital.(format. As 
the rapid growth of technology, the storage Tephnique of the records also eharrgesy s£ archivist, need to : 
be expert in pfeserving and conserving the archival materials in various ways. Poor storage will lead to ^ 
records^enemy such as mold, insects, rodents, structural ofcefects, antl aging ofrecords in the§rchives. "" « Thus, archivist must prevent the records kept in the archives from detegqrate anct repair damaged pQ-i 
records in order to make it available for consultation. © «. © ^ * 3 
w 
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3.0 Current Issues/Challenges 
There are several challenges in preservation and conservation of archival materials that should be 
considered by the archival professionals. 
3.1 Evolution of technology 
As the world is experiencing the rapid growth of technology nowadays, the archival institution 
also has rely more and more on the digital technology in preservation and conservation of its 
materials. Archive is using the digital technology in terms of storing its materials. Besides, there 
are some records that being created to keep in the archives is in electronic form. This has led 
archives to use technology in managing its materials. However, Betts (1999) felt that digital 
information is at risk of disappearing or becoming inaccessible because of the deterioration of 
storage media like magnetic tapes. In other words, technqlogy Is having ever-changing data 
formats and the software and hardware become outdated quickly. This is ^because the 
technology develops very fast. Stephens (2000a) indicated that fog many years, archival 
institutions around the world have operated programs to preserve records processing ardhival 
value that are worthy of permanent preservation. Recently,oarchival institutions are in the 
process of transition from paper based records to electronic records. In order to execute the 
-digitization^process, the specific software and hardware are needed and it is important for the 
archival repositories to stay updated on the new software and hardware that continuously 
change to avoid records kept are lost. Thus, evolution of technology is one of the greatest 
challenges in preservation and conservation of digital materials. 
3.2 High cost
 c ° 
c 
Preservation and conservation need a high cost in order to buy the equipmen? needed and the 
, technology such as software and hardware that will used in the process of preservation and 
conservation of archival materials in the archives repositories.0Besides, archival institutions 
need to provide the special working area for example a laboratory for the archival professionals 
execute the preservation and conservation process. This is because the. archival professionals 
need a special work space that separated with'storage area to execute the preservation and -
conservation process. It means that, if there any damage happened on the archival materials, 
c C 
the materials will be brought to the preservation and conservation working room to decay i& o 
damage, or deterioration. In addition, the digitization fJcpcess of archival materials also needs ac 
high cost. Digitization of archives reauires huge funding flue to regular hardware 
J J • J. |_ ' A * J. ' * J J. I - ° ^ I I . * ^ l T ^ 
ar>cPsoftwa>e 
upgrades, and increasing cost of subscription to electronic databases. It is because the use of 
technology equipment needs to be available at the archives in order to ensure th§ preservation 
process is done effectively. All these reasons proved that in order to have a^ood preservation ' 
and conservation process, massive fuodingqs needed. Thus, high cibflt needed for preservation }'Q * 
and conservation of the archival materials is one of tjie challenges that might Be faced by ar-Q o^ 
chival professionals in managing its materials. 
V 
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3.3 Lack of technical expertise 
Another challenge in preservation and conservation of the archival materials is lack of technical 
expertise. Asogwa, B. E., & Ezema, I. J. (2012) stated that one of the biggest challenges to 
preservation and conservation of archives and records in developing countries is educating the 
community on the best ways to handle archival materials. The archival professionals need to 
acquire some related skills to be expert enough in preservation and conservation of the 
archival materials. It is important to ensure only the expert person cari handle the archival 
materials because mishandling of the materials can lead to the damage or deterioration of the 
materials. Some of the preservation and conservation process consists of the use of the 
technology equipment and chemical, so that skillful workers are needed to handle the 
equipment needed throughout the process. It is because the archival professionals is 
responsible to preserve and conserve the archival materials by-monitoring its conditions and 
c c 
take the actions to be done if there is a damaged record in oYder to ensure the records are in 
good conditions for consultation. Thus, lack of technical expertise is another challenge in 
preservation and conservation of the archival materials. o 
3.4 Environmental conditions 
- Environmental control is important to facilitate the preservation and conservation of the archival 
materials. It is crucial to be applied to the preservation and conservation for both formats which 
are paper based records and digital records. A good environmental condition will ensure the 
process of preservation and conservation operates well. Besides, there are two aspects 6f 
environmental control which are the physical environment of \he archival building and the 
archival materials itself. The physical environment of the archival building is related to location 
of the archives houses should be secure from natural disaster sych as fl8od, earthquake, 
volcanic eruption, and land slides. Meanwhile, the physicatcondition of the archival materials is 
related to temperature, relative humidity, pest controls pollutantg, and light. It is important for 
the archival professionals to consider all these conditions ip order to ensure the archival 
material is in a good condition. High humiditycwill encourage the growth of mold, insects and 
rodents. Besides, poor humidity will cause materials to lose their flexibility. Thus, it is important 
to control the relative humidity in the storage
 c area to avoid the archival materials from 
deteriorate by any harm. <• Q 
Q> & 
*G 
c 
<y 
. 0 
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4.0 Recommended Solutions 
In response to those challenges stated, several recommended solutions are proposed to solve that 
problem. 
4.1 Aware of the new technology 
As archival institution has rely more and more on the technology in preservation and 
conservation due to world is having a continuous growth of technology, the archival 
professionals should be aware of the new technology arise in order to keep been updated. 
Besides, archives use the technology in terms of storing digital records and digitization from 
paper based records to electronic records. So that, to avoid the records kept is at risk of 
disappearing or becoming inaccessible because of the deterioration of digital storage media, 
the archival professionals is responsible to stay updated with the current technology. This is 
c r 
because the technology develops very fast, and some software and hardware become 
G 
obsolete quickly due the software and hardware has been upgrades with a new version. It is 
o 
important for the archival institutions to stay updated on the new software and hardwarebthat 
continuously change to avoid records kept is lost or damaged. As the records kept in the 
archival institutions are the important records on in the other words, it is records that have 
permanent value on its. The archival
 c institutions should do whatever it takes in order to 
preserve those records for a long term consultation. 
4.2 Adequate funding ° .. 
Archival institution must have an adequate funding in order to support the preservation and 
conservation process of the archival materials. It is because the cost needed is very expensive. 
Archives need to buy the equipment needed and the technology such as software and 
hardware used in the digitization process. Digitization of archives requires huge funding due to 
regular hardware and software upgrades, and increasing cos^of subscription to electronic 
databases. It is because the use of technology equipment neecjs to be available at the archives 
in order to ensure the preservation and conservation process is done effectively. Besides, 
archives repositories need to provide a special1 working area for the archival professionals to -
execute the preservation and conservation process. The archival institutions need to have an 
adequate funding by choosing the cheapest technology with the best quality to be applied qp e 
the archives repositories. It can save theHnoney^funtfed by the its parental institutions. Otherc 
than that, the archjves may save the budget allocated tocthem by avoid doing ^he uiwecesscfry 
activities sind automatically the budget can be saved and will be used in a useful way which is 
used^totouy equipment for preservation and conservation process. Although higji cost needed 
for preservation and conservation of the-archival materials is one of the challenges*that might 
be faced by archival professionals ir\,manQging its materials, butPb^ cutting the other0?osts, ?Q 
archives can still have an effective preservation and conservation process. Q " *«, g o; 
TINTA- Leadership in Information Management 64 
4.3 Preservation and conservation training 
As stated that lack of technical expertise is one of the biggest challenges to preservation and 
conservation of the archival materials, here is some suggestion on how to improve on that 
problem. Since the archival professionals need to acquire some related skills to be expert 
enough in preservation and conservation of the archival materials, so that training on 
preservation and conservation need to held in order to ensure the archival professionals is 
educated enough to handle the process. Besides, it is important to ensure only the expert 
person can handle the archival materials because mishandling of the materials can lead to the 
damage or deterioration of the materials. Besides, some process of preservation and 
conservation need the archival professionals to use the technology equipment and chemical. It 
is vital for the archival institutions to have skillful of workers to handle this process. In order to 
comply with established standards and practices for the begtrcare of the archival materials, all 
the archival professionals involved in the preservation and conservation process need 
continuously training on that. Training should be exposed the
 0 staff on preservation 
management, characterization of archival deterioration, records handling, environment cofitrol, 
storage media and what actions tq be done if there is any ciamaged on the archival materials. 
Besides, the highest qualification of the archival professionals is needed in the archive 
institutions. It is because the records that need^to be preserved are the records that carry 
permanent value. 
4.4 Environmental control o 
Environment control is crucial to be applied to the preservatipn and conservation for both 
formats which are paper based records and (digital records because a good environmental 
o 
condition will ensure the process of preservation and conservation operates wgll. It is important 
to facilitate the preservation and conservation process of the archival materials. There are two 
' ' aspects that should be considered in the environmental? gontrol which are the physical 
environment of the archival building and the archival materials itself. The physical environment 
of the archival building is related to location of the archives houses which means the archival 
institutions should be located away from natural disaster such as flood, earthquake, volcanic 
c ~ 
eruption, and landslides areas. In addition, the physical condition of the archival materials is 
C c 
related to temperature, relative humidity, pest .controls pollutants, and light. There is a special* 
0 0 
established standard,that should be followed bytthe archival professionals m ensuring thee 
archivafmaterials are in a good condition and secure from any harms that will damage the ma-
terials. Bereijo, A. (2004) stated ^hat magnetic materials are very sensitive to 'storage : 
conditions. It means that the archival professional should be aware of the sensitiveness of each £ 
form bf the archival materials kept by the archives \p oPder to^gi've a go£d care to the,materials. 
It will help in avoiding the archival materials from any deterioration^ Lc c c f „ 
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5.0 Conclusion 
In final consideration, preservation and conservation of the archival materials are very important to be 
implemented in the archives institution. As we know the records kept by the archives are the records 
that carry permanent value, so it is vital for the archival institutions to make it available for consultation 
and take a good care of it so that the future generation still rcan access those records. Besides, all 
these records need to be preserved and conserved in a right way in order to make it available for 
continued access and it is important to increase the longevity of archival materials. Furthermore, the 
preservation is done by providing appropriate environmental conditions, storage facilities and proper 
packaging materials to protect the records from any harm that will damage the records. Meanwhile, 
conservation is done by using chemicals and professional repair techniques to prevent the further 
deterioration of the records and slow the decay and damage on the archival materials. 
c r 
In addition, preservation and conservation is not limited to paper-based documents only, archivist 
o 
also need to consider in preserving and conserving records in digital format. As the world is 
o 
experiencing the rapid growth of technology nowadays, the archival institution also has rely mor^and 
more on the digital technology in preservation and conservation of its materials. The rapid growth of 
o O 
the technology leads to the changes of storage technique of the records, so archivist need to be expert 
in preserving and conserving the archival materials in various ways. Poor storage technique will invite 
records enemy such as mold, insects, and rodents and lead to structural defects, and aging of records 
in the archives. Thus, archivist must prevent the records kept in the archives in the right way from de-
teriorate and repair damaged records in order to make it available for continuous consultation. Itls to 
ensure the future generations are able to access those records. 
o ° 
o 
o 
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